Saju

e-mail: saju.368613@2freemail.com 


Jan 2001 – Jan 2017
Shipping Leader in Supply Chain & Logistic Department

Qatar Steel Company

P. O. Box: 50090, Doha – Qatar

Key responsibilities and functions:-
· Reporting to General Foreman

· Supervise a team of 10 attendants for each shift
· Monitor the duties and responsibilities of Shipping Attendants for each shift and proper allocation of jobs and ensure the job is carried out efficiently and effectively

· Planning and execution of daily movement of Steel products for Domestic & Export Markets
· Prepare invoice and other documents for delivery 
· Ensure invoices are complete with data prior to shipment

· Cargo arrangement & Delivery of Steel products by Vessel

· Receipt of inventory from production department

· Maintain inventory of finished products and data entry of inventory to Oracle

· Ensure inventory is organized according to various requirements and dispatch arrangements to minimize labor force and time

· Arranging of trailers, other heavy equipment for dispatch of steel materials

· Organizing contract laborers, semi-skilled workers and maintenance of their attendance

· Monthly processing of payments for contractors – estimation of working hours, overtime, absence etc

· Liaising with Stevedoring Contractors for dispatch material via ship

1999 – 2000 June 
Branch-in-Charge
Krishna Filaments, Kochi, Kerala, India

Key responsibilities and functions:-
· Oversee the branch activities of Finance, Administration and Sales function
· Report to the Head Office in Mumbai

· Compilation of monthly reports on Sales and Finance for Head Office

1995 – 1998 
Accounts Officer
Lotus Spices, Cochin Export Processing Zone, Kochi, Kerala

Key responsibilities and functions:-
· Reporting to Finance Manager

· Supervise a team of 3 Accounts team

· Budgeting for the whole company, Monthly variance reports
· Finalization of Accounts

· Ensure journal vouchers are prepared and posted accurately

· Monitor payments to vendors

· Arrangement of L/C for export of spices

· Ensure all import-export documents are in order to arrange finance with banks
· Liaise with Auditors for external audit and taxation purpose

· Liaise with banks

1991 – 1995
Accountant



C. V. Philipose Sons, Thiruvalla, Kerala, India

Key responsibilities and functions:-
· Preparation of cash and journal vouchers

· Posting to ledgers

· Prepare cheques for payments

· Deposit of daily cash

· Assist Chief Accountant in finalization of Accounts
· Prepare monthly payroll for staff

· Prepare bank reconciliation statements


Post Graduate in Commerce, University of Kerala

· Accounting, Costing and Management Accounting
PC Skills

Fully conversant with the following software;

· MS Word, MS Excel, 

· Tally, Focus, Peach tree Accounting

· Oracle 


Date of birth




:
20. 05. 1967
Place of birth




:
Kerala - India

Religion





:
Christian

Nationality




:
Indian

Marital Status




:
Married + Two sons
Languages Known



:
English, Hindi & Malayalam
Driving License




:
Valid Qatari License
Visa Status




:
Residence Permit, NOC available
SAJU
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